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Placement Officers (for distribution)

: Procedures for Requesting A/E Staff Services

The growth of psycholiogical services provided by the A/E

. Staff has brought about a need for different and more affective
orocedures, To imsure the most effective ani appropriate use of
4/F services, the following changes in referral procadures are
annoonced:

a, For scheduling individuals for the Professional

Taployee Test Battery (formerly called Pre~Tralning or EOD
Battery), Foreign langusge Aptitude Testing, and the BUC
Waiver Test, eall extension 3322,

(1) In those cases where a report based on testing
is required (e.r., Prognosis for basic training, enroll-
ment in foreign languags training, BOC Waiver), indi-

viduals shouldi be tested pot less ihan 2 wecks prior
to the date on which action is to be taken,

b, For scheduling Applicant and Clericel Testing, call

exiension 4491,

e, For consultation on individuals, except those currently

being assessed, call axtension 8052 and leave the name of the
person on vhom informationm 1is jesired, An A/E Staff member will
return the call., In most casss, a conference between the referring
party and the A/E Staff menber will be held. Persons and groups
invited to consuli: are designated supervisors, personuel officers,
training officers, career voards and gelection panels. Thase

consul tetions may incluie requests for assessment, requests for
consultation concerning suitability for certain kinds of asssign~
wents, selsction for certain types of training, and development
of career nlans for individusls. 1t may be posiible to answer
some guestions on the basis of informatlon already in A/E files:
come on the baais of additional testing or interviewing; and soma
only after a complete assessment. 1Y assessment is decided upon
in conference between a member of the A/E Staff and the referring
narty, an assessment request form will be completed at that tlme,
Staf? Training Ofi'icers need no longer approve assessment requests,
but i1l be ealled to assiat in the determination of priorities
whenever sonflicts exist. Copies of the assessmant report will
he routed through thae Staff Trainin- Officer as usual,
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4. For information regarding assessment now in progress
or for which no report has yet been received, call& 25X1A9a

extension 3314. Normally assessuent reports cen b2 expscted
within 10 days after the individual has been assessed,

{1) For coples of assessment reports in A/E files,
call extension 8052. In instances where it 1s jeemed
sultable for the assessment report to be released, it
will be transmitted through the anpropriate Staff Training
Of ficer,

25X1A 8. FPor discusaion of problems regarding training evaluw Y

ation, call | exte:sion 2230,

fo For special psychologlceal services, such as special

regearch projects, call I, Chic{/Assessment and 25X1A
Evaluation Staff, extenaion 3307,

2. The procedure outline for this memorandum will go into
aeffect 18 April 1955, On that date Assessment Requsst Form No,
5183 will no longer be used, All requests for eonsultation
about individuals ::111 be made by following the procedure
described in paragraph lec, above,

25X1A

MATTHEW BAIRD
Director of Training

CONFIDENTIAL
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